OPERATIONAL SERVICES DIVISION

Job Aid:

Organization Administrator: Maintain Approval Paths

This Job Aid shows how to:

e Create, manage and adjust approval paths in COMMBUYS.

Of Special Note:

Approval Paths are used to mirror employee authorizations/security roles, and they are entered into the system by
the Organization Administrator (OA) after discussion with the Agency Chief Procurement Officer, Chief Fiscal
Officer and COMMBUYS liaisons. Thought and structure must be developed or known to ensure approval paths are
created properly. The OA has the ability to edit, add, or remove approval paths. When an OA assigns an approval
path, he or she is able to choose to activate many filters or limits. These include boundaries on which
departments/locations utilized the path. Additionally, the OA is able to define approval paths based on dollar, the
product or service (UNSPSC codes), and the type of document itself.

Screenshot

COMMBUYS

— OPERATIONAL SERVICES DIVISION

COPMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUYS offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase

competition, and achieve best value for Massachusetts taxpayers.

COMMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUY'S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@state. ma.us or ring us during normal business hours (B84M — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3197

e Register
Register here to begin using COMMBUYS.
“endors, please read this disclaimer prior to registering
— Complete Registration
Complete registration here to begin using COMMBUY'S.
Wendors, please read this disclaimer prior to completing registration.

N Open Bids
Browse open bid opportunities.
L Active Contracts
Browse active Contracts/Blankets.
-— Contract & Bid Search
Search for Bids and active Contracts/Blankets.

N Registered Vendor Search
Search for registered vendors.

Login 1D:

Password:

Forgot your password?

© 2014 Periscope Holdings, Inc.
Al Rights Reserved

Directions

1. Launch the COMMBUYS website by entering
the URL (https://www.commbuys.com/bso/) into
the Browser.

Log in using your Login ID and password.
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Organization Administrator: Maintain Approval Paths

Screenshot

Organization Administrator Home:

Department/Appros

Document Setings  System Configuration

OPERATIONAL SERVICES DIVISION

Job Aid:

Maintenance Tables.

Maintain Agency
Organizations/DepartmentsiLocations
Ths section is used to administer agency
organizalion, department and location information

Configure Approval Settings
This section is used to configure system sedtings for
‘approval path maintenance

Maintain Agency Approval Paths
Ths section is used to administer agency approval paths

Maintain Agency Users
This section s used to maintain agency users

| Maintain Assignment of Commodity-EPPs to
—

= Purchasers
This saction is used to administer the association of
purchasers with commodity codes

Maintain Document Attachment Repository
Thes section is used to maintain fles in the document
‘attachment repository

Copyright © 2014 Periscops Hokings, Inc. - Al Rights Reserved.

Directions
2. Select Configure Approval Settings.

Administer System Setfings for Approval Path

Configure System Approval Settings
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3. Click on Maintain Agency Approval Type
Sequence

Maintain Organization Approval Types for. Operational Services Division

Organization: 1080 - Operational Services Division
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4. This displays the Approval Types your
organization currently can utilize.

Approval Types are categories to support
approval paths; they are not approval paths
themselves.

If you want to modify an existing approval type,
you can make edits to the Description, Priority,
and Status (unless approval paths are already
created using this type)
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Job Aid:
Organization Administrator: Maintain Approval Paths

Screenshot Directions

5. Note: This page is split into two images for
ease of viewing.

To enter a new approval type, enter a 5 digit
alpha numeric unique identifier for the Approval
Type ID.

e For large organizations with many types

Maintain Organization Approval Types for: Operafional Services Division

Organization: 1080 - Operational Services Division of approva|s’ you may choose to use
this identifier to represent a
foreallie® petpin chronological path represented by using
- the three letter department (HR123) or
[ | [ ] (IT001).

Name this path with a general Description of its
purpose. It could be related to the individual

I {/P: O puchass,or the level of authory nseded

to approve it.

Assign this path a Priority from 1 to 99.

- - = e Remember that 1 is low priority and 99
0 the highest.
e The system will route documents

according to their given priority. An
emergency purchase will have a high
priority while office supplies will have a
lower one.

This path will be active by default unless you
inactivate it if it is no longer in use.

Click Save & Continue to save current path and
add another, or Save & Exit to return to the
previous screen.
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Job Aid:
Organization Administrator: Maintain Approval Paths

Screenshot Direction

6. Click on Maintain Agency Approval Paths
e e oo B e s from the Organization Administrator Homepage.

Maintain Agency
Organizations/DepartmentsiLocations
‘This saction is used to administer agency
organizalion, department and location information

Configure Approval Setfings
This section is used to configure system sedtings for
‘approval path maintenance

Maintain Agency Approval Paths
e | This section is used to administer agency approval paths

Maintain Agency Users
This section s used to maintain agency users

| Maintain Assignment of Commodity-EPPs to
—
-—— Purchasers

This scton i used to administer the association of
—

purchasers with commodity codes

Maintain Document Attachment Repository
This section is used to maintzin fles in the document

—
—
attachment rapositary E
—

Copyright © 2014 Periscops Hokings, Inc. - Al Rights Reserved.

7. When you click on the icon, you will see all the
R approval paths you currently have, both active

and inactive.
T T . .
N —— I e A Search box will appear if you have

bopartment | more than 25 approval paths to help
L locate paths in your organization. You
e | v may use any or all of the search criteria

saws v e to find the approval path you would like
gy B to modify.

e —

ABCDEFGHIJKLMNOPQRSTUVWXYZ

Browseby: | 012345678910
——— —— Edit to make changes to the pre-defined

- - _— . - - .. approval paths by clicking the Path ID
———— S — S . —— Or click the Add New Approval Path button at
e S s e - the bottom of the page to build a new path.
= S i . e
e S e = — Global Approver Replace - . The Global
o 78 oo e e Approver Replace function will replace the
= B = e !
e RS s current approver with a new Approver on all
. — o cwmem  Approval Paths where this user is named. Use
e S — o eyeglass lookup icon to open the lookup search
= e S A s to find the appropriate user to select as the
o — —x T Global Approver. This would be used if an
= — = —— employee changed roles or is no longer using
= S - ——— COMMBUYS.
=2 2040 - Orgarizstion DEF 00 99999900 Insctive.

..-.‘7
=]
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Job Aid:

Organization Administrator: Maintain Approval Paths

Screenshot

Directions
8. Enter the required information and move

through the tabs from left to right.

Fill out the asterisked fields and click Save and

New ApprovalPath
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Continue, then move to the next tab.

General Tab:

Approval Path ID — a unique 5-digit alpha
numeric ID related to the use of the path, for
example if it is a path for a specific
department, you may choose to utilize the
first three characters of the department
followed by a path #

o If you add more paths for this
department, you may choose to
use the same first three
characters followed by an
incremental number

Description or Approval Path Name — The
path name reflects what kind of path this is.
For example, using the HR Approval type
referenced above, this path could be named
Contract Employee Approval.

Approval Type — choose from the pull down
menu of your previously entered Approval
types

Dollar Range — required; to enable for all
dollar amounts, set dollar range from 0.00 to
9,999,999,999,999.99 (the maximum amount
allowed in COMMBUYS)

Status — Active/Inactive

Roles — designate this path to be used if a
Basic Purchasing user and or Department
Access user. NOTE: Leave the Inventory
and Accounts Payable box unchecked for
phase one.

o If noroles are selected, this

approval path will apply to
documents that meet the other
criteria regardless of the role of
the user who submitted it for
approval

Continued on next step...
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Screenshot

Approval DocDoc Sub Types
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Job Aid:

Organization Administrator: Maintain Approval Paths
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Directions

9. General Tab Continued:

e Approval Doc/Doc Sub Types — select all
of the types of documents that will apply to
this path

o If no document types are selected,
the approval path will apply to all
document types, as long as the
other criteria of the path are met

o Select Approvers - Use the eyeglass box to
search for the desired approvers

o Level - Level 1 is the first approver, and if
additional levels are needed level 2 would be
the second approver, and so on

e Type - A Primary approver means a required
approver. An alternate approver, if chosen,
will make the document available to both
approvers so either one can approve for the
document to move forward.

o Only one alternate and one primary
are allowed per level.

Click Save & Continue.

Approval Path ED003 - Software Purchases

General R ETGEIGEE MisciFreight Department/Location Email UMNSPSC Code

Apply approval path for all changes to document |:|

Dollar Increase: The value entered should be a dollar(S)
amount. This value will identify the dollar amount change
from the original PO that triggers this approval path

Vendor Summary

Dollar Increase (8) 0.00

Cumulative : |

Percent Increase: The value entered should be a percentage (%).

Thig value will identify the percent change

from the original PO that triggers this approval path

0.00

Percentage Increase (%}' :

Cumulative : |

10. Change Order tab:

You may set the approval path to be triggered for
any change to the document. You may also
enter the dollar total or percentage change.

Note: To access the Change Order tab, you
must select the Change Order box under doc
types in the previous screen in Doc/Doc Sub
Types.
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Job Aid:

Organization Administrator: Maintain Approval Paths
Screenshot Directions

Approval Path ED008 - Software Purchases 11. NOTE: Misc. /Freight tab — This applies
General Change Order Misc/Freight RiEU TIELE IR Email UNSPSCCode Vendor Summary Only to Phasg 2 Invoicing funCtlon_a“ty and will
not be used in Phase 1 of the project
Approval Path Department List
Deparmentd DepartmentName Depart.ment/Locatlon tab:
e This tab allows you to choose the
A Avimal Welre departments and locations this path will
apply to
« Ifadepartment or location is not chosen, this
DepartmentID \ Department Name | Locaond | Location path will apply to all departments
There are no locations found for this approval path
Select Add Dept/Locs and search for the
L T TN R department to add. You may also add locations
here.
12. Department and Location search appears.
et e e I - e This is the information populated from
Search Using: __ALLuHhe:meHa v . . -
- T clicking the Find It button.
SR e gon | ] tocatontame | ]
R (0 C0GG GONIRL D OORADET0TIEHTE Select the appropriate Department ID (which will
- select all locations within that department).
£
o Oeprmen Osprme e Or, click the Department ID link and select the
. — — desired locations within that department.
n] CFA01 Land Surveying Board HR-
8 e Fs Then click Save & Exit to complete the new
B . R approval path, or click Save & Continue to
o ot Depran o Tarsors e select another Department ID.
a DYS88 ‘Accounting Unit
a EHS55 Budget
a HIPO1 Office of Security
o MCBA1 Fiscal Dept
a ORIO1 Fiscal
o RUIDD3 Emergency Board
a VIP1T ‘Commission for the Deaf
.

~N
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Job Aid:
Organization Administrator: Maintain Approval Paths

Screenshot

Directions

Approval Path ED002 - Software Purchases 13. This is the screen view once the department
has been added correctly.

General Change Order MisciFreight NaLl:ElCL RSN Email UNSP SC Code Vendor Summary

Approval Path Department List

Department ID Department Nan
BAAOD1 Environmental Quality
0OB101 Old Boston
Approval Path Location List
Department ID | Department Name | Location ID
There are no locations found for this approval path.

_ Save & Continue I Add DeptsiLocs I Delete All Depts/Locs

General Change Order MisciFreight DepartmentiLocation [[Eii] UNSP s Code14. Email tab: The default is checked to send an
email to the approvers for this path. You have

Format email to be sent to the approvers for this path the abi|ity to select the number of days you
would like to send another reminder. You may
select additional cc’d individuals within the

[l Resend Email After 0 Days if Not Approved or Returned COMM_BUYS SyStem’ and yOl:I may also

customize content of the email.

Send Email

[T Customize Email Content
« Customize Email Content — check to

Te Next Approver activate the remaining customization fields
ce UserID User Name | Email | Delete on the page . .
—— *+ To/CC/BCC - select additional registered
new = users within your organization that you would
g like to carbon copy or blind carbon copy on
e the email. Note: This does not give those

additional email recipients the ability to
approve or disapprove a document.

[ 15, UNSPSC Code tab: If you would fike to have

. only certain UNSPSC codes go through its own
on Email Bl e Vendor Summary approval path, click “Allow UNSPSC Code
Approval” and select the codes. A path that has

roval path, therefore the approval path is considered to be associ this feature enabled applies to all departments in
the organization. Meaning that, if you create an

. approval path based on a Department/Location,
AddUN S P S C Segment-Family/Class you should not also add UNSPSC Code to that

syright © 2014 Periscope Holdings, Inc. - All Rights Reserved, P2t

NOTE: Vendor tab: This tab only becomes
active when the Credit Memo option is selected
on the General tab, and this will not be used in
Phase 1.
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Job Aid:
Organization Administrator: Maintain Approval Paths

Screenshot Directions

Approval Path ED002 - Software Purchases 16. Summary tab: View all of the criteria
General ChangeOrder Misc/Freight DepartmentiLocation Email UNSPSCCode Vendor entered for this path. If you need to create

another very similar approval path, you can use
the “Clone Approval Path” button on the bottom

General Information
Approval Path ID: ED002 Description: Software Purchases

Approval Type: LEVEL 10 - Manager Dollar Range: $0.00 to $99,999,999.C Of the page to Create and edlt a Copy Of the
approval path you are currently viewing.
Status: Active
Send Email: Y Customize Email Content: N . N .
ene =mal - ustomize Emall Conten ° The path does not require submission, and is

Doc Types Eeqm;glé)ré Edﬁ%ﬁa?\i:;a?dnﬁg;n)'mmke‘ ,RPA  Release ) t | th . h d
(Doc Sub Types): i Bid (Bianket ) active, unless otherwise changed.

Purchase Order ( Blanket , Contract , Open Market , G2B Blanket , Release )

PO Change Order

Credit Memo If you have chosen to clone the approval path all
original information will populate in the new path.

Approver User e Nawgat_e through the tabs (shown above) to

Richelle Waterman 1 customize the path.
Valerie Plante 2
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